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6 January 1972

MEMORANDUM FOR: Records Management Officers

SUBJECT : General Announcements

Enclosed is a sample copy of the new Records
Retention Plan forms #3458 and 3458A. These are
non-stock items. The Records Administration Staff
is OPI and the supply will be maintained by the
Project Officer | Chief, Archives and
Records Center. Please contact him for the supply
you need to prepare your Retention Plan.

Also enclosed are last minute training reminders.

The Spring Session of the Records Management
course by Col. Joe Pomrenze is recommended for
Records Officers who have not yet attended.

Similarly, the American University Course in the
Administration of Modern Archives by Dr. Frank Evans
is also highly recommended for the serious Records

" Management Officer. Dr. Evans has an excellent

understanding of the interdependence of the Archives
and Records Programs and covers this very well in
his courses., The Regular Spring Registration at
American University is on 20-22 January 1972.

Specialized one, two, and three-day training
sessions in basic elements of Records Management
are regularly offered at National Archives. The

- July 1, 1971 thru June 30, 1972 dates for these

are in the Training Workshops Announcement sent
to you on 6 August 1971 and attendence is\

3

CIA Records Administration Officer
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AFIER HOURS TRAINING IN BECORDS MANAGEMENT AMND PAPERYORK MANAGEMENT
————Approved For Reléase 2005/05/20 : CIA-RDP74B00415R000400080020-4 '
 IE AMERICAN UNIVERSITY will vifler a course in PAPERJORK MANAGEMENT, #055.563-8l, Part IT.
sine Management of Instltutional Records Systems," beginning Tuesday evening, 25 January
1972, from 6:00 to $:30 pi in Room 2005, at the FATIONAL AKCHI BS, B8th and Pennsylvania
jrenues, Inwie  Parking after 5:30 pn in the moat area, within the National Archives
3uilding area, enbrance on Tth Strect betwoen Pennsylvania and Constituition Averues.

ry7S COURSE COVERS ihe principles, mathods, and techriques of recorls management in the
~asnbenance and retention phases. Specifically it covers agency mail operations and
raparonent; files planiing, files ystems, files procedures, file equipnent, files supplies,
=nd files space standards and operations; recoxrds management and office automated and

non-automated machines; paperiork quality comtrol (other than correspondence) as applied
in ap oyzonimation; records vtilization procedures, as exemplified by a functioning
sccretarint; vital recoxds programming; raconds evaluation and standards procedures;.
records schcduling'and other disposal systoms; and record holding or staging arcas,
records centers, and archives. ' : )

COLTLON:  $150.00. Three (3) semsster hours credit for undergraduate and graduate degrees.
¥ake voucher ox check to The American University.. ’

TEYROONS:  The textboolk for the coursé is by S. J. Pomrenze, STLECTRED READINGS ON RECORDS
VLAVAGESEWT, Velume JI. Studanis may reproduce a copy free by borroving & text -Lrom the
instruchors Llso there is & RECOIDS FARAGESERT BIBLIOGRAPHY, by Pommenue and John
Scogginse See the instructors aboul the texthooiks. '

1R IFSTRUCTOR will ba the Adjunct Professor-in Records Management at The Mmerican Univers=
eity, Fre S Jo Pomrenze =~ Cnief of the Systoms Br, The Army Adjubant General's Office
Fanagoment Division. I Vincens J. BoaakygsFederal Records Management Officer and
Teotuver in Racords Manzgement at The lerican Urdversity, is the Assisgtant Instructole
nne coursz is wnder ths Centex Lo Technology end Adminkstration of *%he College of
Continuing Baucabion, The fmerican University, Washington, De Ce 20016,

ster at: .

. f , widm AnnRICAR UNIVRRSITY, Roun 20k, FeKinley 1)1, Vard Circle, ehraska
and Nassachusetos Avcimas, I, Washingven, DS, 20016 from 10 Dac. T thra 19 Jan. 19712
votuoon 0900 and 1700 hourse  Gall Dzun Stutts! 0f5icc, 686~2500, or ¥r. Orlandots
Officc, same phone rumbers For additionz) dates, call the Upiversilty.

Studonuts

IT. WASHINGTON FAVY YARD, 13 January 1972, from L:30 to 3:30 pm, Bullding 172. Call Miss
Ciara Willisms, OX-3-3188 or 11-3-3100. Room 206, (9th and M Sts SE.)

ssdarr 25 Jan. 1972. Subsequentl; the class
v o< = 3 -

59 Tob: (Mid-term Trem Thuvsday) 2, Ty

5ril 1972. If any changes in dates

V
&

N0TE:  COUNSA SCHADULE: This coursc bo
st on Tuesdays as follows: 1,
¥arch; L, 11, 18, and (Fincl Ex

A
zre noeded, they will be arranged betueen the instructors and the students.

25 Jan - Hell Management 21 Yar - Records Mgb. & Quality Mgt.

1 Fob - - lall dMenagzeent , o8 1ar - Scerstariat & Vitel Records

8 Feb - Mail Fgt. Fxer.ifl & Quis AN L Apr = Declassificabion. e #h & Q #h-
15 Feb - Maint. Mgt. Ppper Topic Dus 11 4ipr « Disposition kgte Teod Papar Du
22 Feb - Fainbenance Managemenu : 18 Apr ~ Disp. Hgb. Excrcise #5, Quiz i
29 Feb - lMainb. Mghb. Bxe 72 & Q F2. © 25 Apr - Final Faaminatione

o :

iayr o« Mid-term BExam. =dall & Yaint.Mgi.
ar - QOUX

A - o e 2 9, s Olastlons /"t .
- Apeonds Bot Rdidake Z5/0 72“6":18|A-|{_‘8P74Boo415Rooo400080020-4
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DIRECTORATE OR OFFICE DATE
S RECORDS RETENTION PLAN
RECORDS SERIES IDENTIFICATION
PAGE OF PAGES
I TEM NO. IDENTIFICATION OF RECORD SERIES TO BE RETAINED PERMANENTLY AR %%ﬁ",'\‘%“_'-
iy, 3u58 SECRET P (sran

Excluded from cutomatic
downgrading and declassification
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SECRET (when Frilled In)

DIRECTORATE OR OFF ICE
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RECORDS RETENTION PLAN - APPRAISAL NOTES

44

PAGE OF ___PAGES
NOTE
NO. APPRAISAL NOTES
FORM 3“‘58A GROUP 1 1 (5-41)

t1-71

SECRET

Excluded from automatic
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THE AMERICAN UNIVERSITY
Department of History
Washington, D. C. 20016

Administration of Modern Archives will be offered
during the Spring 1972 Semester on the American
University campus.

This course concerns evaluation, preservation,
organization, storage, and use of archival
materials. Design, installation, and management
of archival systems. Application of automatic
information handling systems and techniques. The
interaction of Records Management and Archives
Programs is included. .

In the past, this course has been held at the
National Archives in Washington. Since February
1871 it has been conducted in Hurst Hall at American
University.

Again:

ADMINISTRATION OF MODERN ARCHIVES

Dr. Frank Evans

Wednesdays 7:30-10:15 p.m. or 7:00 to 9:45 p.m.
Clarke Hall - Room 100

Classes Start - 26 January 1972

American University

Massachusetts and Nebraska Ave.NW

Washington, D. C. 20016

Regular Registration on the American University campus
for mew or transfer students is Thursday, 20 January
and for returning students on 21 January from 10 til

7 pm and on 22 January from 9 til noon.

If you have any questions concerning this course please

write to the Department of History, American University,
Washington, D. C. 20016, or call 686-2400.
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